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Notes from The City of Chicago:
ity of Chicago will tell you what information to update here

Click the below link to update the prospect supplies Jegistration request.

Prospective Supplier Reqistration Status Page

http://dc0lfmps50.cityofchicago.org:B075/0A_HTML/jsp/pos/suppreg/Suppli... |

Reply for Additional Information (Email)

In this Course you will learn how to reply
to a registration invitation in which the
City of Chicago for needs additional
information regarding your registration to
provide your company access to their
ISupplier Portal.
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Click the below link to update the prospect supplies Jegistration request.
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Step 1

You will receive an email notification
from the City of Chicago. The Subject
will read along the lines of the following:

"FYI. Notification to Prospective
Supplier"

Please read the "Notes from The City of
Chicago:" section of the email. Here is
where the City will provide you with the
details to what they need done by your
company to approve your registration.

Click the Prospective Supplier
Registration Status Page link to go
back to your registration.



ORACLE Reply for Additional Information (Email)
USER PRODUCTIVITY KIT

Step 2

(ol @ nitp:/7dco1fmpss0 cityofchicago.org:8075/04_HTML/OA sp?pag O ~ B & X || @ prospective Supplier Registr.. * |l

CITYosCHICAGO iSupplier Portal

Pr ive Supplier Registration: Current Status

| — The Prospective Supplier Registration:
e Current Status window will pop up. In
A e oo ot order to finish your registration, click
el e TR the Respond button.

Last Name Dunham Phone Extension

‘Contact Information

Status History
Date Status Hote

20-DEC-2015 Supplier to Provide Details City of Chicago will tell you what information to update here.
20-DEC-2015 Submitted

29-DEC-2015 Invitation Sent

Close Preferences

adle. All rights reserved

http://dc01fmps50.cityofchicago.org:8075/0A_HTML/OA jsplpage=oracle/a... | L
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Step 3

& nhttp://dc01fmps50.cityofchicago.org:8075/0A_HTML/OA jsp?pag O ~ B € X | @ prospective Supplier Regist..

CITYosCHICAGO iSupplier Portal

3

Based on the information the City needs

Prospective Supplier Registration

- you to provide, please make the updates
petats where necessary.

At least one tax id is required to be able to complete the registration request.
= Company Name [UPK SUPPLIER 2

L —

Where provided, the tax country will be used to validate the format of the Tax Registration Number and/ar Taxpayer ID. H
FEIN  [xox-300000000K I C t e eXt utto n .

Format: X(-X00000¢

I

DUNS Number |

Contact

Blank label for instruction text

= Email |]ahnsm\th@upksupphar.cam
= First Name  [John
= Last Name [Smith

* Phone Area Code |312

= Phone Number [102-2010
Format: XXX-30000

Phone Extension

step 1 o3 [

e p—

Close Preferences
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Step 4

CITYorCHICAGO iSupplier Portal

Again, based on the City's request make
the appropriate changes as necessary.

@
Basic Information Company Details

Prospective Supplier Registration: Additional Details
Save For Later

Blank label for instruction text

Company Name UPK SUPPLIER 2
Tax Country
FEIN - XX-XXXOOKRK
DUNS Number

st suppertome [ Click the Next button.

Note to Buyer

Note to Supplier City of Chicago will tell you what information to update here.

I

Book

At least one entry is required.

Purpose Update  Delete

Address Name Address Details

A 234 North Ave., Chicago IL 60602 United States RFQ Only, Payment, Purchasing & m
Headquaters 123 Main St., Chicago IL 60602 United States RFQ Only, Payment, Purchasing P ]
Contact Directory

At least one entry is required.

First Name \laﬁ Name Phone Email Requires User Account Update Delete

John Smith 312-102-2010 johnsmith@upksupplier.com v s

Bill Dunham 312-123-3243 bdunham@upksupplier.com v s o B |

Step 2 of 3

Save For Later
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CITYorCHICAGO  iSupplier Portal

Basic Information

Attachments

Add Attachment...

Title Type Description Category
No results found.

http://dc01fmpsS0.cityofchicago.org:8075/0A_HTML/OA.jspTpage=/oracle/s

=]

Company Details

Last Updated By

Close

Preferences

Last Updated

Attachments

Back | step 3073

Usage Update Delete

Submit Back | Step3of3

Reply for Additional Information (Email)

Step 5

Again, based on the City's request make
the appropriate changes as necessary.

Once you have made all the updates
requested by the City of Chicago, click
the Submit button to re-submit your
registration request to the City of
Chicago.
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CITYorCHICAGO iSupplier Portal

"% | Confirmation

T3 g o . You a5 e e 0 e 3 b M Y gt S o e s You will receive confirmation that your
- registration has been submitted. Upon
approval of your registration, you will
receive another email with details on
your username and password.

Click the Close link to close the
registration page.
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Step 7

2 Replyall | ¥ T Delete Junk | ¥  eee x

FYT: Notification to Prospective Supplier . _ _
You have just finished submitting a
Workflow Mailer - SAPPHIRE <SAPPHIRE@cityofchicago.org> & D Replyall |v

registration update based on the City of
) tesmosonpman Chicago's request to grant you access to
Download  Save to OneDrive - City of Chicago thelr |Supp||er Portal-

From  WOODFORK MOORE, KIMLEMAY
To  Smith,John

Sent 29-DEC-2015 12:02:07
(] 95076035

Once your submission is approved, you
will receive an email with instructions to
log in. You can also use the provided

training material to help gain access to

the iSupplier Portal.

Notes from The City of Chicago:

End of Procedure.




